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§  60075.4.   Service, Notice and Posting.
       (a) Except as otherwise provided, the original of every pleading, letter, document, or other writing served in a
proceeding under these rules shall be filed with the hearing office.
       (b) Unless otherwise required, service of any documents in the proceedings may be made by personal delivery;
by United States first-class or interoffice mail, overnight delivery, or fax.
       (1) Service is complete at the time of personal delivery.
       (2) In the case of first-class mail, the documents to be served must be deposited in a post office, mailbox or mail
chute, or other like facility regularly maintained by the United States Postal Service, in a sealed envelope, properly
addressed to the person on whom it is to be served at the address as last given by that person on any document filed
in the present cause of action and served on the party making service, or otherwise at the place of residence of the
person to be served. The service is complete at the time of the deposit, but any period of notice and any right or duty
to do any act or to make any response within any period or date prescribed after service of the document shall be
extended five days if the place of address is within the State of California, 10 days if the place of address is outside
the State of California, but within the United States, and 15 days if the place of address is outside the United States.
       (3) If served by overnight delivery, or interoffice mail, the document must be deposited in a box or other facility
regularly maintained for interoffice mail or by the express service carrier, or delivered to an authorized courier or
driver authorized by the express service carrier to receive documents, in an envelope or package designated by the
express service carrier with delivery fees paid or provided for, addressed to the person on whom it is to be served, at
the address as last given by the person on any document filed in the present cause of action and served on the party
making service, or otherwise, at that place of residence of the person to be served. The service is complete at the
time of the deposit, but any period of notice and any right or duty to do any act or to make any response within any
period or date prescribed after service of the document shall be extended two days.
       (4) If served by fax, the document must be transmitted to a fax machine maintained by the person on whom it is
served at the fax machine telephone number as last given by that person on any document which he or she has filed
in the present cause of action and served on the party making the service. The service is complete at the time of the
transmission, but any period of notice and any right or duty to do any act or to make any response within any period
or date prescribed after service of the document shall be extended two days.
       (c) The proof of service shall be made by declaration by a person over the age of 18 years and shall state
whether such service was made personally, by mail, overnight delivery, or by fax.
       (1) Where service is made by personal delivery, the declaration shall show the date and place of delivery and the
name of the person to whom the documents were handed. Where the person making the service is unable to obtain
the name of the person to whom the documents were handed, the person making the service may substitute a
physical description for the name.
       (2) Where service is made by first-class mail or overnight delivery, the declaration shall show the date and place
of deposit in the mail, the name and address of the person served as shown on the mailing envelope and that the
envelope was sealed and deposited in the mail with the postage fully prepaid.
       (3) Where service is made by fax, the declaration shall show the method of service on each party, the date sent,
and the fax number to which the document was sent.
       (d) Service and notice to a party who has appeared through a representative shall be made upon such
representative.
       (e) The proof of service declaration shall be signed by the person making it and contain the following statement
above the signature: “I declare under penalty of perjury under the laws of the State of California that the foregoing is
true and correct, and this declaration was executed at (City, State) on (Date).” The name of the declarant shall be
typed or legibly printed and signed below this statement.
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       (f) Proof of service made in accordance with the Code of Civil Procedure section 1013a complies with this
regulation.
NOTE: Authority cited: Sections 39600, 39601, 43028, 43031(a) and 44011.6(m), Health and Safety Code. Reference: Mathews v. Eldridge, 424
U.S. 319 (1976); Sections 43028, 43031(a) and 44011.6, Health and Safety Code; and Sections 11182 and 11184, Government Code; and
Sections 1013 and 1013a, Code of Civil Procedure.
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